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1. Purpose. This inprocessing guide provides guidance on the
preparation of the 2LT Gol dbar Recruiter |nprocessing Packet.

| mredi ate financial inprocessing of new lieutenants is
essential for paying themin a tinmely manner.

2. References.

a. AR 37-104-3

b Fi rst Regi on Handbook

c. 126th Finance Battalion CGuide
3. Ceneral.

a. ROTC units will use this inprocessing guide to aid in
t he preparation of the Gol dbar Recruiter Inprocessing Packet.

b. ROTC units will conplete and send the | nprocessing
Packet to Headquarters, First Region (ROTC), ATTN. ATOA- PAM
within 3 days after the 2LT is conm ssi oned.

c. Information within the packet MJUST be conpletely
filled out and | egible. Inconplete and ill egible packets wi Il
del ay the assessnment of the packet into the finance system
causing a delay in pay.

4. Subm ssion. Battalions nust include all itens listed on
t he GOLDBAR RECRUI TERS | N- PROCESSI NG CHECKLI ST, (FR Form 8),
that are applicable to the GBR, in the packet subm ssion.

5. Battalions should follow up the mailing of the packet with
an e-mail to atoa-pam@otcl. bragg.army.m| to confirmreceipt
of the packet.

6. Copies. Units must submt an original and one copy to
Headquarters, First Region (ROTC), ATTN. ATOA- PAM FI, Fort
Bragg, NC 28310-5000. Battalions should retain one copy.

7. Paynment.

a. Providing the unit submts conpl eted docunents,
finance normally needs 7 working days to assess the 2LT. |If
the 2LT is requesting an advance pay, paynent is normally
deposited in the soldier’s pay account within 72 hours after
recei pt of the packet by finance.
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b. |If an advance paynent is not deposited to the
soldier's EFT account within 4 working days fromreceipt,
contact First Region (ROTC) Mlitary Pay Section to initiate
tracer action. The telephone number is (910) 396-7012/6779.
The e-mail| address is atoa-pam@otcl. bragg.arny.ml.

c. 2LTs conmmi ssioned after the 20th of the month will not
receive an end of nonth pay during that nonth.

8. Review. Battalion Admin Techs/NCOs will review the CGol dbar
| nprocessi ng Packet prior to subm ssion to ensure that the
packet conplies with this MJ.
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GOLDBAR RECRUI TERS | N- PROCESSI NG CHECKLI ST

NANE: SSN:
SCHOAOL: PHONE:
_____ 1. FIVE COPIES OF ORDERS MUST HAVE BOTH #4 & #5
AND A COPY OF SF 1199
_____ 2. DA Form 3685 (PAY ELECTI ONS) FOR ADVANCE PAY REQ.
_____ 3. SF 1199A (DI RECT DEPOSI T)
_____ 4. DA Form 2142 (PAY INQUI RY) (If advance pay requested)
_____ 5. DD Form 2560 (ADVANCE PAY CERT/ AUTH) (If applicable)
_____ 6. FB Form 1028-1 (I NI TI AL UNI FORM ALLOWANCE)
_____ 7. SGLV Form 8286 (SERVI CEMEN' S GROUP LI FE I NS ELECTI ON)
_____ 8. W4 Form (EMPLOYEE' S W THHOLDI NG ALLOWANCE)
_____ 9. DD Form 2058-1 (STATE | NCOVE TAX EXEMPT TEST) (If applicable)
_____ 10. DA Form 5960 (BAQ AND VHA)
MARRI AGE CERTI FI CATE (I f applicabl e)
Bl RTH CERTI FI CATES OF DEPENDENTS (1f applicable)
RENTAL CONTRACT OR DA Form 4187 | F PAYI NG RENT TO RELATI VES
_____ 11. DD Form 2366 (MAB) (Only if eligible)
_____ 12. COWPUTATI ON SERVI CE PACKET (If prior service)
_____ 13. DA Form 4187 (REQ CONUS COLA) (If applicable)
REMARKS:

Forward Original and 1 Copy to First Region (ROTC), ATTN. ATOA- PAM FI

FR Form 8, Oct 00
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Preparati on of DA Form 3685
JSS PAY ELECTI ON

The Finance system uses DA Form 3685 to provide the service
menber a nmeans of electing the manner in which they desire to

recei ve pay and all owances.

1. BLOCK
2. BLOCK
3. BLOCK
4. BLOCK
5. BLOCK
6. BLOCK
7. BLOCK

#1

#2

#3
#4

#5

#6
#1

x” whether you wish to be paid
once a nonth or twi ce a nonth.
“x” block “a”. Check to address
is no | onger authorized.

Leave bl ank.
“x” block “a” and conmplete itens
(1) through (5). Input the
bank’ s address in bl ocks 4a
(1-5). You nust forward a copy
of the SF 1199A so it will be in
the finance system

Leave bl ank. Check to Address is
no | onger authorized.

Leave bl ank.
Enter name, SSN, signature and

date. In block “e” enter your
school address.



FRMO 37-104-98
Appendi x C
16 Oct ober 2000

Preparation of SF Form 1199
DI RECT DEPCSI T SI GN- UP FORM

SF Form 1199 shoul d acconpany the DA Form 3685 to sign up for
Di rect Deposit.

1. BLOCK A Enter soldier’s |last name, first
nane and mddle initial, address,
and tel ephone nunber.

2. BLOCK B Enter soldier’s nanme exactly as
it was entered in block “A”

3. BLOCK C Enter soldier’s social security
nunber .

4. BLOCK D “x” either the checking or
savi ngs bl ock.

5. BLOCK E Ent er account nunber where check
is to be deposited.

6. BLOCK F “x” the MI Active bl ock.

7. BLOCK G Leave bl ank.

8. PAYEE CERTI FI CATI ON Sol di er signs their nane and

dates the form

9. JO NT ACCT CERTI FI CATI ON Leave bl ank

10. SECTI ON 2 Leave Dbl ank.

11. SECTION 3 Have financial institution
conplete this section and return

to soldier for subm ssion in
packet .
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Preparation of DA Form 2142
PAY | NQUI RY

For Gol dbar Packets, the Finance system uses DA Form 2142
along with the DD Form 2560 to request an advance pay. ALL
GOLDBARS ARE AUTHORI ZED A MAXI MUM FLAT RATE OF $1000. This is
the only option for an advance. An anount |ess or nore i s not
al | owabl e.

1. SECTION I Enter your nanme, SSN, grade,
unit, and tel ephone nunber.

Nature of Pay lnquiry Enter the follow ng statenent
“Sol di er requests one nonth
advance pay.”

2. SECTION 11 Leave bl ocks 1,2,& 3 blank. PMS
signs bl ock under #3.

3. SECTION |11 Leave bl ank

NOTE: Repaynent of the advance will be prorated over 10

nmont hs. The LES will show an “advance pay debt” in the

entitlenment and deduction colunmm at the sanme tine. There wll
al so be an entry in the deduction colum show ng a debt
paynment of $100. This is conputer generated to show the

sol dier received a debt and now owes a debt. Finance does not
t ake the advance back in a single pay period.
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Preparation of DD Form 2560
ADVANCE PAY CERTI FI CATI ON

The Finance system uses DD Form 2560 along with the DA FORM
2142 to request an advance pay.

PART |

1. BLOCK 1 Enter soldier’s last name, first
name, and middle initial.

2 BLOCK 2 Enter soldier’s SSN.

3 BLOCK 3 Enter soldier’s grade.

4. BLOCK 4 a&b “x” block “a” only.

5 BLOCK 5 a&b “x” block “a” only.

6 BLOCK 6 “x” block “a” only.

PART | |

7. BLOCKS 7-10 Leave Dbl ank.

PART [ 11

8. BLOCKS 11-12 Leave Dbl ank.

PART |V

9. BLOCK 13 & 14 2LT requesting advance signs
their nanme and enters date.

PART V

10. BLOCK 15 aé&b “x” block “a”.

11. BLOCK 16 aé&b “x” block “a”.

12. BLOCK 17 a, b, &c “x” block *“a”

13. BLOCKS 18-22 Enter PMS signature bl ock,

signature, and date.
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Preparation of FB Form 1028-1
PAYMENT- | NI TI AL UNI FORM ALLOWANCE ACTI VE DUTY | N EXCESS
OF 90 DAYS

Bragg uses FB Form 1028-1 to request the initial and

uni form al | owance.

This formwas revised to conbi ne

both the old FB Form 1028 and the new FB Form 1028-1.

1.
2.

PARA 1-5
PARA 6

PARA 7

PARA 8

Read statenents of understanding.

Enter status prior to
conm ssioning (i.e., cadet).

Enter date conm ssi oned, order #,
and date of orders.

Enter the date physical exam was
conpl et ed.

2LT signs nanme and enters SSN

Adm n NCO or Personnel Technician
signs their nane.
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Preparation of SGLV 8286
SERVI CE MEMBERS' GROUP LI FE | NSURANCE ELECTI ON AND CERTI FI CATE

The soldier uses this formto nanme the beneficiary of their
i nsurance.

1. TOP PORTION Sol di er enters nane, rank, SSN,
branch of svc, and duty | ocati on.

2.  AMI' OF | NSURANCE Sol di er el ects anmount of
i nsurance coverage desired.

3. BENEFI ClI ARY Enter beneficiaries nane, SSN,
rel ati onshi p, percent of share,
and paynent option.

4. SI GNATURE OF SOLDI ER 2LT signs and dates.

5. WTNESS The Adm n Tech/ NCO si gns bottom
as a W tness.

10
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Preparation of W
W THHOLDI NG ALLOWANCES

The Finance systemuses this formto wi thhold Federal I|ncone
Tax.

Compl ete bl ocks A-H (Personal Allowances Wrksheet) before
conpl eting bottom of form

1. BLOCK 1 Enter first nane, mddle initial,
and | ast name, and addr ess.

2. BLOCK 2 Enter sol dier’s SSN.

3. BLOCK 3 Enter marital status.

4. BLOCK 4 Check the block if applicable.

5. BLOCK 5 Enter total number of allowances.

6. BLOCK 6 | f soldier wants additional noney
taken out, enter the additional
ampunt to the right.

7. BLOCK 7 Complete if applicable. Soldier
signs and dates the form

8. BLOCK 8 Leave bl ank.

11
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Preparation of DD Form 2058-1
STATE | NCOVE TAX EXEMPTI ON TEST CERTI FI CATE

The soldier uses this formto term nate wi thhol ding of State
| ncone taxes applicable to their pay for the tax year
specified. For a listing of States that are tax-exenpt, see
Appendi x N.

The formis self-explanatory and should be filled out
conpl etely.

12
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Preparation of DA Form 5960
AUTHORI ZATI ON TO START, STOP, OR CHANGE BAQ, AND/ OR VHA

Soldiers use this formto start, adjust or termnate their
entitlenment to basic allowance for housing.

Wth the exception of blocks 12 a & b, all other bl ocks must
be conpletely filled out.

1. BLOCK 1 Enter soldier’s |last name, first
nane and mddle initial.

2. BLOCK 2 Enter sol dier’s SSN.

3. BLOCK 3 Enter sol dier’s grade/rank.

4. BLOCK 4 Enter an “x” in the start
bl ock.

5. BLOCK 5 Enter the soldier’s conplete duty

| ocation (school |ocation) to
i nclude zip code.

6. BLOCK 6 Enter date of conm ssion.
7. BLOCK 7 Enter an “x” on the |left side of
t he appropriate bl ock.

8. BLOCK 8 Enter an “x” in the appropriate
(a-e) bl ock to the left of a-e. Enter
(1-4) spouse’s SSN regardless if they

are mlitary or not. Enter date

of marriage, divorce or
separation. Enter an “x” in the
appropriate bl ock for who has
custody of child.

9. BLOCK 9 I f residing in governnent
(a-d) gquarters enter an “x” in either
(1-4) a, b, or c. |If residing off

post, enter an “x” in block d.

Leave 1-4 bl ank.

10. BLOCK 10 List full name, conplete address,
relation, and date of birth of
all dependent children. For
spouse date of birth, |eave
bl ank.

13
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11. BLOCK 11 Read and initial blocks as
appropriate. (Mst people wll
initial both blocks).

12. BLOCK 12 Leave Dbl ank.

13. BLOCK 13 Sol di er signs full name.

14. BLOCK 14 Enter date formis conpl et ed.
15. BLOCK 15 Leave Dbl ank.

16. BLOCK 16 Leave bl ank.

14
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Preparation of DD Form 2366
MONTGOMERY Gl BILL ACT OF 1984

systemuses this formto establish eligibility to
in the Montgomery G Bill Act of 1984.

submt this formif the soldier elects to
in the G Bill.

Enter soldier’s | ast nane,
first nane, mddle initial and
SSN.

| f sol dier was schol arshi p cadet,
conplete block “a”. If soldier
has prior service, conplete bl ock
b. For soldiers that are

ot herwi se eligible, conplete

bl ock “c”.

Leave bl ank.

If soldier is eligible but does
not wish to participate in G
Bill, conplete blocks “a-c”.

W tnessing official conpletes
bl ocks “a-d”.

15
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Preparation of DA Form 4187
REQUEST FOR PERSONNEL ACTI ON

The Finance systemuses this formin the GBR packet to request
CONUS COLA if authorized where the soldier is assigned. For a
list of states authorized CONUS COLA see Appendi x O.

1. BLOCK 1 Leave bl ank.
2. BLOCK 2 Enter the follow ng address:
Commander

First Regi on (ROTC)

US Arny Cadet Conmand

ATTN:  ATOA- PAM FI

Fort Bragg, NC 28310-5000.

3. BLOCK 3 Enter your unit’s address.

>

BLOCK

I

Enter soldier’s |last name, first
nanme, and mddle initial.

5. BLOCK 5 Enter soldier’s rank.

6. BLOCK 6 Enter sol dier’s SSN.

7. BLOCK 7 Leave bl ank.

8. BLOCK 8 Enter an “x” in the other bl ock,
type in “CONUS COLA".

9. BLOCK 9 Sol di er can sign - but it’s not
mandat ory.

10. BLOCK 10 Ent er date.

11. REMARKS BLOCK Enter the follow ng:

Request CONUS COLA.
Enter school address.
Enter effective date of
conm ssi oni ng.

12. BLOCK 11 Enter an “x” in the “has been
verified block” & “is approved
bl ock”.

13. BLOCK 12 Enter Battali on Conmander’s
signature bl ock, signature and
dat e.

16
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GUI DELI NES FOR PREPARI NG COMPUTATI ON PACKETS
FOR CREDI T FOR SENI OR ROTC CADETS

PREPARE DOCUMENTS ONLY | F 2LT HAD PRI OR SERVI CE TI ME.
1. Al active and inactive time will be docunmented by the

personnel service battalion on the DA Form 1506. This will
include tinme in the USAR and NG

2. Weekend drills and any advance canp training will not be
docunented as active tine.

3. Any active training or school attendance will be
docunment ed on the DA Form 1506 and credit will be given to

adj ust the PEBD and t he BASD.

4. Renenber, the new |l aw changed the SMP time to creditable
service for pay only. Any tine spent as a cadet is not
creditable.

5. The follow ng source docunents nust be provided prior to
conpleting a DA Form 1506:

-DA Form 71 (Comm ssioning Orders)
-DD Form 214 (Certificate of Release or Discharge From Active
Duty) (If applicable)
-DD Form 4/ 1 (Enlistnment/Reenlistnment Docunent)
-NGB Form 22 (Report of Discharge and Record of Service)
( ARNG)
-NGB Form 591-1 (SMP agreenent) (ARNG
-NGB Form 594-1 (SMP agreenent Annex) (ARNG
-DA Form 597 OR DA Form 597-3 Official Orders which docunent
t he
period of ROTC/ SMP service period (Cadet Contracts)
-Orders promoting the officer fromcadet to E-5 (If
appl i cabl e)
-Orders to active duty
-DA Form 4824-R (SMP addendum)

Upon recei pt of these docunents, First Region (ROTC) will
forward the packet along with a cover letter to the personnel
service battalion at Fort Bragg. After they conplete the
conputation, the PSB will forward the packet to the 126th

Fi nance for input into the system Be advised that this
process can take from 30 days to 90 days.

POC at First Region (ROTC) is MIlitary Pay Section (910) 396-
7012. The 18th Airborne Corps Personnel Service Battalion POC
is (910) 396-2980.
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States which Exenpt Mlitary Pay from State | ncome Tax

ALASKA

FLORI DA

GUAM

I LLI NO S

M CHI GAN
MONTANA
NEVADA

NEW HAMPSHI RE
NEW JERSEY
NEW YORK
OREGON
PUERTO RI CO
SOUTH DAKOTA
TENNESSEE
TEXAS

WASHI NGTON
WYOM NG
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States Aut horized CONUS COLA

CALI FORNI A

CONNECTI CUT

| LLI NO S

MASSACHUSETTS

M CHI GAN

NEW JERSEY

NEW YORK

PENNSYLVANI A

WASHI NGTON
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